


From: Robert Bean 

Sent: Wednesday, April 15, 2020 9:42 AM 

To: Beatrice Girmala; Anne Clark; Cory Palka; Howard Leslie; Regina Scott; Kris Pitcher; Jorge 
Rodriguez; Horace Frank; Paul Vernon; Robert Arcos; Peter Zarcone; Martin Baeza; John 
McMahon; Brian Raffish; Timothy Walters; Robert Marino; Alan Hamilton; Vito Palazzolo; 
Blake Chow; Keith Bertonneau; Robert Binder; Justin Eisenberg; Kathy Williams; Alfred 
Labrada; Sofie Toledo; Edward Prokop; Timothy Swift; Ruby Flores; Alejandro Vargas; 
Susan Mickles; Gerald Woodyard; Mariano Moreno; Damian Velasco; Shon Wells; 
Celeste Thiel; Mario Mota; Sherrielyn Andersen; Michael Rimkunas; Donald Graham; Eric 
Hagerty; Randall Goddard; Scott Schube; Jeffrey Bert; Christopher Chase; David 
Kowalski; Anthony Otero; Hayley Smith; Laurel Friedlander; Timothy Scott; Milan Ayers; 
Christopher Delatorre; Divyesh Shah; Nicole Aufdemberg; Marc Reina; Michael 
Applegate; Stacey Vince; Clinton Dohmen; Roland Fogel; Arthur Gallegos; Manuel 
Chavez; Garrett Peyton; Christian Urbina; Kimberly Dedmon; Joseph Fransen; Letisia 
Ruiz; Leonid Tsap; Celina Robles; Denise Sanchez; Angie Roman; Lisa De Ronde; Vartan 
Yegiyan; Danielle Jaimez; Mary Campos; Rosa Ortega; Francois Gardere; Aixa Garcia; 
Thomas Brennan; Sandra Russell; Anna Buesa; Elena Nihoa Asucan; Bertha Arroyos; Malti 
Sharma; Adriana Rodriguez; Luann Pannell; Daisy Sanchez; Tatiana Garcia; Mary E Silva; 
Yvonne Reyes; Elsa Espinoza; Madusta Smith; Brooke Hawkins; Richard Tefank; Jeffry 
Phillips; Mark Smith; Jeannie Gharib; Joy Grace Edrosolano; Joanna Angulo; Erica 
Cardenas; Danielle Bryant; Ana Rosa Pugliese; Randa Hanna; Freddie Booker; Harry 
Eddo; Deborah Lovato; Annemarie Sauer Hale; Joshua Rubenstein; Liberty Yorba; 
Rebecca Munoz; Marigrace De Vera; Claudia Batres; Diane Moore; Rea Lazo; Judith 
Parra; Lorena Garcia; Lizabeth Rhodes; Ilene Curry; Donna Basulto; Eva Macera; Armida 
Lomeli; Sandra Perez; Lilia Hernandez; Theresa Carter; Jacqueline Fowler; Esther Alailima 
Semeatu; Kevin Jablonski; Caroline Langkammerer; Maria Dominguez; Cheryl Breaux; 
Carlos Rivas; Bertha Lopez; Edith Zelaya; Sandra Avalos; Venus Pelaez 


Cc: Michel Moore; Dominic Choi; Brian Raffish; John McMahon 
Subject: Microsoft Teams User Guides and Videos 
Attachments: Teams_Tutorial.pdf; TEAMS Reference Guide .pdf; Teams Meeting Instructions.pdf 


Good morning everyone, 


To assist with the upcoming Senior Staff meeting being held via Microsoft Teams, Information Technology Bureau (ITB) 
would like to provide you with information on how to download, join, and use Teams. 


Additionally, there are two links below that lead to short videos that provide a walkthrough of downloading and using 
both the desktop and phone applications of Teams. 


How to download and use desktop app: 
https://lapdgovaadp.sharepoint.com/teams/ITBTechWatch/Shared%20Documents/Forms/Allltems.aspx?id=%2Fteams% 


2FITBTechWatch%2FShared%20Documents%2Finfoweb%5FVideos%2FTeams%5FDesktop%5F%5F032920%2Emp4&pare 
nt=%2Fteams%2FITBTechWatch%2FShared%20Documents%2Finfowe 


How to download and use phone app: 
https://lapdgovaadp.sharepoint.com/teams/ITBTechWatch/Shared%20Documents/Forms/Allltems.aspx?id=%2Fteams% 


2FITBTechWatch%2FShared%20Documents%2Finfoweb%5FVideos%2FTeams%5FTutorial™2Emp4&parent=%2Fteams% 
2FITBTechWatch%2FShared%20Documents%2Finfoweb%5FVideos 


We hope this assist you as we transition to this new technology and should you have any questions, please let ITB know. 
1 


Thank you, 


Robert Bean, Sergeant II 

Los Angeles Police Department 
Information Technology Bureau 
100 West 1* Street, Suite 842 
Los Angeles, CA 90012 

Mail Stop #400 

Office: (213) 486-0370 


Direct / Cell: MN 
37151 @lapd.online 





Robert Bean 





Subject: FW: Microsoft Teams 


To join the meeting today open the Teams app. Then click on the calendar icon on the far left side of the screen (red 
circle), it will open your calendar. Then click the meeting you would like to join (Yellow circle). 


54 Calendar 
G Today > March 2020 
22 23 24 25 26 27 
y te. y - estay ednesday mursesy moy 
M Re: Do you have 15 min today or Microsoft Teams softwere 
Call in demonstration with Microsoft 


representative 
Board room 
Juan Garcia 





LASO / LAPD IT 
Updates and 








Teams Live 
Events Training 
Microsoft 


i 3 acw 3% 
96 
Karen Bottancino 


122M 


CAD Hand Held Proposal ITG Brief / Budget Brief IT Strategic Plan - Spahn 
Microsoft Teams Meeting / 839 839 $39; kendra 
John McMahon John McMahon John McMahon 





It will then open the meeting and you only need to click the Join button (Green circle) or the link for Join Microsoft 
Teams Meeting (Blue circle), either or. 


Teams Live Events Training - LAPD Executive Director of the Board 


Tuesday, March 24, 2020 Organzer 


10:00 AM - 11:00 AM (1 hours) iiih 
y Mdntosi 


Organizer 


Attendees 


Mz Mike Zozaya 


Unknown 


pted this meeting. 


@ Accept Tentative x Dedine Haley Hendricks 


Unknown 


Richard Tefank 


Unknown 
[=a Jonah Levine 


Unknown 


Morné Pretorius 


Unknown 





Join Microsoft Teams Meeting Robert osin 





(ay 


BRAINSTORM QUICK START CARD 


Microsoft Teams 


Stepping back: Move through Teams: Click and Message: Searching: Begin typing Tool tabs: Settings: Click your 
your navigation history in the then select Hide Draft a to find a message, person, Add a tab profile picture to adjust 
desktop version of Microsofts to move a team new chat. or file. Or @mention to your your availability, set a 
Teams. NX to the “Hidden someone to start a chat team's go-to status message, zoom, 
Si teams” list, í \ right from the search bar. resources. and personalize Teams. 
\ À \ \ 









/ \ 





Navigation bar: Switch to 

your activity feed, chat, teams, 
meetings, calls, and Microsoft + 
Teams files. \ bi Sales Operations > Contoso Resellers --: 
\ / 


Power Bl Report + 





Marketing Team 





TAKE SHORTCUTS 


Easily maneuver the desktop 
app by using shortcuts. 


Jamie Reding y 
Call volume increasing 
Just wanted to alert the 
advertised for the M400 


ler sales team an increase in cails regarding the features 





Contoso Resellers 








Fabrikam 
NeW iChat camee Ctri+N 
roduct Launc 
GORGE A Ctri+G © Allie Bellew 
Accept video call.. Ctrl+Shift+A = M400 Collateral 
O csi Ctri+Shift+U HR = Attached is what we have been serding to our resllers for M400 collateral 
Attach file........ Ctri+O j Product Development $7] Contoso M400 Collateral.docx 
Open Activity . Ctri+1 
Open Chat: neni Ctri+2 New York Office 
Open Teams ...... Ctri+3 
Open Meetings.... Ctri+#4 SS i 
Open Calls Ctri+5 Facility Management 2 Greg Winston 
ee aaa Hey K jet me know when you can get the Q2 projections reports to me. Thanks 
Open Files........ Ctri+6 


e Reg 


Show shortcuts. ... Ctrl+Period 


FORMAT TEXT 


BOE! usas *asterisks* \ 

llanera ._underscore_ Add-ins: New team: Be Format: Express Attachments: Reactions: Meetings: More: Send a 

Strikethrough . . .-tildes- Access part of what's yourself by Upload a file Insert an Start an praise badge 
installed apps happening adding bold, to the chat emoji, GIF, impromptu to a coworker 

Header......... ## before text or browse in your italic, or or sticker. meeting. or pin an app 

Block quote..... > before text others organization underlining. here. 






Writing Team 








Calendar: Your Microsoft 
Outlooks calendar syncs to 
Teams to help you manage 
appointments and join online 
meetings in a snap. 


Teams and channels: 

Find your teams and their 
channels. Think of teams as 
work groups and channels as 
discussion topics or projects. 


Activity feed: Click Activity 
to see recent changes. Click 
Feed to filter activity by 
Feed or My Activity. 


Chat: Use the instant 
message feature to chat with 
colleagues one on one or in 
groups of up to 100. 
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GET THE DESKTOP APP 


Download the Microsoft Teams desktop app to use all of the 
online features as well as video calling. 


To download the Teams desktop app: 


1. In your web browser, navigate to 
Teams.Microsoft.com/Downloads. 

2. Select the 32-bit or 64-bit 
version. 

3. Follow the prompts to complete 
the installation. 










TEAM UP 


Take collaboration to a new level in Microsoft Teams. Create 
a team from scratch, join one, or build one from an existing 
Microsoft Office 365. group. 


Create a Team 


Starting a project? Create a new team to simplify collaboration 
and make sure everyone stays in the know. 


To create a new team: 


1. On the 
navigation bar, 
select Teams. 

2. At the bottom 
of the teams 







Join oF create a toam 











list, click Join 
or create a 2 y as 
team. 7 — 

3. On the pane ana ao Dolls mak emcees 
that opens, Y neyine 1 
click Create X a cr nom . 
team. 











What kind of team will this be? 
4. Choose to Build a team 
Buns from scratch or Create 
ia from an existing team 
: or Office 365 group you 
administer. 
Decide to make your 
new team Private or 
Public. 
. Name your team, add 
a description, and click 
Create. 
Invite individuals, groups, 
and distribution lists 
to the team. To invite 
guests from outside your 
organization, enter their 
Remove this person pr email addresses. Then 
from the team. click Close. 


TY oare 





Some quick details about your public team 


Product Development e 














Change this 
person’s role. 


Join a Team 


Join a team by using a code. A team administrator can generate 
a code to allow others to join the team instantly. 





To join a team by using a code: 


1. Copy your code. a 

2. On the Teams navigation bar, select 
Teams. 

3. At the bottom of the teams list, click 
Join or create a team. 

4. Under “Join a team with a code,” paste 
your code, and click Join team. 







Join a team with a code 


y Emer code 
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Manage Your Team 


Find team members or manage settings. 


Click the More Search for The Settings Edit Seethe Adda 
tab is available the team’s team 


only to owners. team. apps. member. 


icon and select a specific 
Manage team. 


member. 





£ San tenen 
je 


Bx E 
a ‘Members and guests) ¿ 
: Q setos i P movers 
ed 
a ¢ dios Torst A Mir Y 
i Facility Management us e * 2 aA eA 





Assign owner or member permissions, i 


Owners can create a team, edit the team’s name and 
description, add members, and delete the team. 


Members can add members to public teams. In private 
teams, owners must approve all new members. 





Change Team Settings 


If you're a team administrator, you can change the team’s 
settings to fit your fancy. 


To change settings: 





1. Goto the team's 
management page by 
clicking the More icon --- 
next to the team name 
and selecting Manage 
team. 

2. Select the Settings tab. 


New York Office 





j 





Add or change the team >" 
picture. 


Decide how much control to 
give your team members. 


Select the level of access for 
guests. 





/ 
Set up how emojis, GIFs, stickers, 
and memes can be used. 


Configure @mentions for 
teams and channels. 


Get a team code to invite others to join the team. 


Add Team Members 


When your project needs a wider perspective, invite more 
team members from inside and outside your organization. If 
your administrator has enabled guest access, you can include 
someone by using their email address. 








To add team members: e 


Sia tyg a cane Entra One goa paa ads tm ar bern You coe 
Sio A DC sumie E DEA a gamm ir tang Ae- emat actesses 


menear | == 


1. To the right of the team 
name, click the More 
icon +++. 








2. Click Add members. 
3. Enter the member's contact ” Members outside your 

name or email address. organization are labeled as guests. 
4. Click Add. Guests can participate in channels 
5. When you finish, click Close. and teams. 
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HOST A LIVE EVENT 


Broadcast a live presentation to a large audience inside or 
outside your organization. Work with your IT department to 
enable live events in Teams. 


To schedule a live event in Teams: 


1. On the navigation bar, select Meetings. 

2. At the bottom of the middle pane, click Schedule a meeting. 
3. In the “New meeting” window, click the —__ 

arrow and change the meeting type to 
New live event. 

Customize your event and click Next. 
Finish configuring your event, and then New live event ' 
click Schedule to finish. _ pon 





New live event v 


New meeting 


we 








To invite attendees to your live event: 


1. On the navigation bar, 7 A 
click Meetings, and Invite attendees 
select the live event. q 
2. Click Get attendee link — 
to copy the link. Paste — 
to share your invitation. 





To begin presenting your live event: 


1. On the navigation bar, click Meetings, 
select the live event, and click Join. 

2. When you're 
ready to start, 
click Join now. 


Start broadcasting. 
\ 


Click your photo to == 
preview your video 
feed in the queue. 





Click Share to include 
content from your ——— 

computer, Click an app PE 
or an open file to add Turn off your - 

it to your queue. video or audio. 


Take notes and see settings, 
participants, and event info. 


/ Attendees can leave 
the event at any time. 


See whether your 
event is live 


y The red outline 
indicates what your 
audience is seeing. 


End the event. You 
can't restart it. 


a Stop sharing content. 





Mute all audio so 
attendee audio doesn't 
go live. 


Preview upcoming content (outlined in yellow), 
and click Send live when you're ready to share. 


Note: There's a delay of 15 to 60 seconds between when you start the 
broadcast and when your audience sees it. 


To join a live event as an attendee: 


1. Click the event link. You can view the meeting in a browser 
or in the desktop 
version of Teams. 

2. When you're ready 
to leave, click Hang —. 
up. 

Share content from your — 

computer in the meeting. 


Show the conversation or — 
participants. 
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USE THE TEAMS MOBILE APP 


Stay in the loop with the Microsoft Teams mobile app. 
Download the app for Android or iOS. The Android version is 
shown here. 


Tap Feed to show 
all activity, team 
activity, or only 
your activity. 


Filter your activity 
feed by unread, 
~ mentions, replies, 
and more. 


Feed v 









Set your availability 
status and manage 
settings. 











vs 
ds Teams l 
i 3 Facility Management 
td Sales Operations 
@ 
a Marketing Team 
General 
5 My Activity 1] Awards 
See activity, 
including who has Team Activity | Campaigns o 
“liked” or replied to 
Events 





Chat with colleagues Find your files, ——T 
and view conversation saved messages, a > 
and more. 


your messages. 


history. 


gest b aa / 





View your ~ Review, join, Make a call 
teams and each and schedule and see 
team's channels. meetings. call history. 


Tap and hold a message to “like” or react to it. 


Tap and hold the microphone icon to record an 
audio message 


ADDITIONAL RESOURCES: Further your software skills with 


these resources from BrainStorm, inc 





Since Windows 95, BrainStorm has been helping people do more 
with their software. BrainStorm offers personalized learning and 
solutions to increase productivity. Do what you do best—faster and 
smarter than ever before. 


BRAINSTORM QUICKHELP™ 

QuickHelp is a one-of-a-kind solution that offers 
customized content in an intelligent learning platform. 
QuickHelp provides users with a unique learning journey 
that includes: 

+ Thousands of searchable and shareable videos 

+ Live, productivity-focused webinar events 

» PDF guides to support diverse learning styles 

+ Assessments to reinforce learning and gauge progress 


INSTRUCTOR-LED TRAINING 
On-site and virtual training solutions give organizations 
practical, hands-on experience. 





ii 978-83037244-27 


| x | iil il wi 
POC Caco oioi iH) | 
en 788303"724427 


For more information call 1.888.909.4244 or visit BrainStorminc.com 

© 2019 BrainStorm, Inc. All rights reserved, Reproduction or transmission of any kind is 
prohibited without written permission. BrainStorm, Inc., assumes no responsibility for errors 
or omissions or for any damages that result from the use of this card. Microsoft, Windows, 
Access, Backstage, Bing, Cortana, Delve, Dynamics, Excel, Flow, internet Explorer, Office SE: 
OneDrive, OneNote, Outlook, PowerApps, PowerPoint, Power BI, SharePoint, Skype, 
Visio, and Yammer are registered trademarks of Microsoft Corporation in the United S tates and 
other countries. Quick Start Cards are independent publications of BrainStorm, Inc., and are 
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WORK WITH CHANNELS 


Each new team includes a general channel by default. Add 
more channels for specific topics, projects, or interests. All 
channels are available to every member of the team. 


Create a Channel 


Add channels to your team to create a space where you and 
your coworkers can chat about specific projects or topics. 





To create a channel: 


Create a channel for "Product Development” team 


se 


1. On the navigation bar, select 
Teams. 

2. To the right of the team name, 
click the More icon -+-. 

3. From the menu, select Add 
channel. 

4. In the new window, name your 
channel and, if you want, add 
a description. 

5. Click Add. 








Team owners can automatically 
show this channel in everyone's 
channel list. 


Change Channel Settings 


Share key customer emails on your channel, change notification 
settings, and more. Just right-click the channel name. 


bd Eslas Operations 


General 





Customize activity 
notifications. 


Hide a channel from your 
list. 


Contoso Resellers 
Fabrikam 
M400 


an chanre 


ma me 
a Marketing Team Piden id a link to 


@ Product Development Bi Gelste this channe Change the name and 
ria - 4 description of the channel. 


Delete this channel if you 
have permissions. 


Send an email to the 
channel. Email attachments 
are saved to the team’s 
SharePoint folder. 











Add or configure channel connectors. 


Add Connectors 


Connectors are broadcast-only feeds, like RSS feeds, that you 
can display on your channels. Add the ones that your team 
checks regularly, and never miss an update. 


To add a connector to a channel: 


1. Next to the channel name, click the More icon ---. 
2. From the menu, select Connectors. 

3. Find the connector, and click Configure or Add. 
4. Follow the prompts to add the connector. 


SET YOUR AVAILABILITY 


You can't be available all the time. When 
you really need to focus, change your 
availability status to let your 
team members know you're 
occupied. 







Sven Meronen 
Cajones 


a sae 






Ff Se rans mersaco 


PY O Sees 








To change your availability 
status: 





1. Click your profile picture at |: 
the top of the window. 

2. From the menu, select 
your status. 

3. Choose a new availability status. 







Retras 
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SEARCH 


Search globally to find teams, channels, 
people, and more. Enter a term into the 
search field at the top of the window. 


proposal 





View results on the 
tab for Messages, 
People, or Files, 
depending on what 
you're searching for. 
















Messages Arapi 


5 Who has time to help with a 
project proposal this 
afternoon? 


Narrow the search 
results by using a 


& What feedback do you have 
about this proposal 
or = filter. 


Here is the newest proposal for 
Baxter, Please review and share 
your thoughts. 


Enter the filter 
parameters and 
click Filter. 


ADD A BOT 


Need an extra hand with that project? Bots appear in 
conversations like team members and give an automatic assist. 


To add a bot to a chat or channel: 


1. On the navigation bar, select Apps, and click Bots. 

2. Select a bot. 

3. In the bot’s window, choose where to add the bot, and 
adjust the settings to your preferences. 

4. Click Install. 


WORK WITH TABS 


In channels and chats, you can add reference tabs for content 
in Microsoft SharePointe, Power Ble, Excele, and more. Create 
conversation tabs for specific topics or for a critical website. 


Add an App Tab 
Create an app tab to provide easy access to a range of services. 


To add a tab to a channel 
or chat: 


1. Click the Add a tab icon. 
2. Select an app or service. 
3. Follow any required 
prompts, and title the tab. 
4. Click Save. The new tab 
appears in your channel or chat. 


1, Spencer Low 










Note: To build your own app tab, use Microsoft PowerAppss. 


Add a Tab for Files 


Create a channel tab for a Microsoft Office file so you can view 
and edit it right from Teams. 


To add a file tab in Teams: 







1. Upload a new document to your team 
conversation. 

2. Click the More icon --- next to the file name. 

3. Select Make this a tab. 





G less tab 





Reorder Tabs 


If you find yourself using some tabs more frequently than 
others, rearrange them in a way that's more convenient. 


To reposition a tab, click and hold it, 





Conversations Fike Wiki 


: \ 
[~] M400 eo Team > General -- Drag the tab to the new position. 
Quicktielp  Sharefoing i+ When the rectangle appears, 
= release the mouse button. 
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COLLABORATE ON FILES 


Upload a document to a team channel or chat, and your team 
can comment in real time or edit the file in Microsoft Word. 


Attach Files to a Channel 


Give everyone access to the latest draft of your proposal by 
uploading it to your team’s channel or chat. 


To upload a file to a channel: 


1. At the bottom of the channel, click the Attach icon E. 
2. In the menu, choose 





Fabrica features advert sed tor me MIOC 


recent files, files that EON ka 

have been posted s ne 

to Teams, files from — E - 0 pde MET 

Microsoft OneDrive» a = r | 
) | ee fenicia 

for Business, or files a > o AA 

from your computer. ls owns 


3. Select the file and A ‘ext 
follow the prompts dai ù 


to upload it. 


Í 
— 


Note: To upload a file without posting it on the channel's Conversations 
tab, upload it to the channel's Files tab instead. 
Collaborate on Files in Real Time 


When you attach a file to a channel, your whole team can 
collaborate on the file simultaneously. Exchange feedback in 
real time, or open the file in its source program to edit it. 


To comment on an attached file: 





E sales Operations > Contoso Resellers = 

1. Click the file that you want to Sema a oera 
comment on. The document O o AA 
opens in the Teams window. 

2. Click the Show conversation ae 


~~) coreo rain 








button. 


To modify the 
document, click 
aL the Edit arrow. 
Choose to edit 
the file online, in 
the desktop app, 
or in Teams. 








Marketing position against M400 SF 





3. Leave your feedback in the conversation pane. When you 
finish, click Close. The feedback is saved on the channel's 
Conversations tab. 


CHAT IT UP 


Control the conversation by learning how to access your chat 
history, save messages, and share files. Teams saves both private 
and group chats, so jogging your memory won't raise a sweat. 


View Chat History 


Microsoft Teams saves all of your conversations so you won't 
lose track of what was said, even if you leave the conversation. 





To view chat history: 








Coren L Spence: 
1. On the navigation bar, click Chat. — 
2. Select the chat you want to see. S 
3. Click the Conversation tab 
to see a record of all of your 
conversations. 


Share Your Screen in a Chat 


Show your process by sharing your screen. 
Click the Share Screen button. When 
others accept the screen share, add audio 
by clicking Let’s talk on the notification. 








0000] 
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Save and Mark Messages 


Remember an important message by saving it, or express 
approval by “liking” it. Edit or even delete your message to take 
back what you said. 


Hover over a message to “like” or react to it. 
\ > 
Ic in Fins | Cugantzation «= Activity n -— z: > 
loege! 


Click the More 
icon to save, edit, 
or delete your 
message. 









JAM a aes w- 
Hey, vam mgo merme martes before Ll Save this message 


meeting? £ sdt 
Gj Delete 
Sanjay Shu 


e 
Me Good idea. We need some actual figures to make a solid gè Stark as unread | f 
er 


Mark the message 

z as unread, or give 
your eyes a break 
and open it in 

| Immersive Reader. 


Access Saved Messages 
A  sertay Shah 


Find your saved messages in a snap. Bre 


proposal for our project. When is good for you? 
EB immersive Read 





© Seabee 


To view saved messages: ae - 
a Zot aana meza 


1. At the top of the window, click e. 
your profile picture. a E 
2. Select Saved. ad ai 


Note: To unsave, in your list of saved messages, click 
the bookmark icon [] to clear it. Or click the message's 
More icon ---, and select Unsave this message. 





Manage Chat Options 


Are you done contributing to a discussion? Right-click to mute 
notifications, hide the chat from your list, or leave the chat. 





p = Mark a message as unread to help 

lecent Contacts 

- — A you remember to come back to it. 
o / |/ Keep this chat at the top of your list. 
(gy Ciane Presicce i A 

P euka AS Mute the chat to end notifications. 

The chat remains on your list so you 


A GÁ Ma as unread rar 








& Pn 4 y can check in now and then. 
d 2 Adétotavontecontscs ~~ | Hide the chat from your list. If 
q me LH you later need to reference the 
iris > conversation history, start a new 
4 3 ' chat with the same person. 
% Notify when available ——_ 


2 [8 Manage apps ~~ Get notifications when this contact is 
4 = | available again. 


Work with Group Chats 


Need additional insight in a group conversation? Add people to 
the chat and choose how much history they can see. 


To add people to a chat: 


1. In the upper-right corner of a chat window, click the Add 
people button es 

2. In the Add window, start typing a name and then choose 
from the results. Add more people as needed. 

3. Select an option for the group's chat history. Click Add. 


Hover to see participants. Name this group conversation. 











Remove 
someone. ES care 
- Hs + Ads 


nase 


Leave the . 
group roe nas SPSS 

conversation. f sia LA Dont eune cat hiter; 

You'll still 3% q ce Pastary from the past run aer of deje 

have access A 

to the chat x 

history in the ae a — 








conversation list. 





Allow the recipient 
to view all previous 
messages. 


Bring someone up to 
speed without sharing 
your full chat history. 


Don't let new 
members see 
previous chats. 
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MEET IN TEAMS 


Hold meetings right in Teams. If meeting times are tricky for 
your group, use the scheduling assistant to find the best time. 
Join a meeting from Teams or even Outlook. 
Schedule a Meeting 

To schedule a meeting: iria 





1. On the navigation bar, | is 
select Meetings. ; ¿ 

2. At the bottom of the - f~ 
middle pane, click a SS AS 
Schedule a meeting. a T 

3. Inthe “New meeting” 
window, fill in the 
required information | 
and click Schedule. = 








Use the Scheduling Assistant 
To use the scheduling assistant: 


1. In the “New meeting” 
window, click the 3 > N ¡do 
Scheduling assistant |... wn se ce Eu | 
link. oa 
2. Select a date ==" 
and time for your — 
meeting. Any 
conflicts will appear 
on the calendar. 
3. Click Schedule. 


Gne 








Join a Meeting 


Join a meeting from a chat, a notification, your meetings area, 
or even Outlook. 


To join a meeting from the Meetings tab: 


1. On the navigation bar, click Meetings and then select the 
meeting you want to join. 
2. Click Join. Follow the prompts to join the meeting. 


Click a 
button 

on the 
navigation 
bar to 
minimize 
the meeting 
window. 

To expand 
the window 
again, just 
click it. 







| \ 


j ANT 7 


Click a meeting to Switch views Respond See who organized 
view details, chat with between day tothe the meeting and 
participants, cancel, and agenda. meeting view the list of 

or join the meeting. request. attendees. 


| 











Turn Show what you mean by 
off sharing your screen with 
your everyone in the meeting. 
video . Click the Share icon and 
or then choose an option. To 
audio. stop sharing, on the left, 


click Stop presenting. 





X When a teammate shares 
her screen, press Ctrl+ to 
Blur your background, access Leave zoom in and Ctrl- to zoom 
the keypad, start recording, or the out. Or hold Ctrl while you 

turn off incoming video. meeting. scroll with the mouse. 


P4 / 
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Use Meeting Tools 


Once your meeting has started, you can add participants, start 
a meeting chat, record the meeting, and more. 


Take meeting notes, see device settings, show meeting Show 
details to get the number to join by phone, and more. _/ meeting 
/_ participants. 


Find 
ais Pi _-+ contacts 


“| or dial a 
\ number. 
Copy an 


invitation 
link. 


Send 
; messages to 
—— | attendees in 
the meeting 

chat. 





MEET NOW 


When your insta-crisis can’t wait for the next scheduled 
meeting, meet now with a single coworker or the whole team. 
Start a Meeting from a Private Chat 


Need to say it out loud? Start a video or audio call from your 
private conversation. To start a call, click the Video call or 
Audio call button. J 


= n 
> 
000 





E 
| čo Spencer Low 





2 Spencer L 


s] Hey Sven. call me when you get a chance! 


Dc ameatina zen e latar this aftarnana ny niti 





tart a Meeting from a Channel 


Below your channel's message area, click the Meet now icon Us. 
Invite participants and they'll receive a prompt to join the 
meeting. 


[nt | When you start a meeting 

| | in a channel, team 

/ members can see that a 
meeting is in progress and 
can join it at any time. 





Join a Meeting 


Join a meeting from an open conversation, a notification, or 
even Outlook or the Teams mobile app. 





See who's 
already in the 
meeting and 
how long it has 
been going. 














/ ke 2 È p a 

/ n= 
Join a Meet Now Start a Meet Now 
meeting. meeting. 


When you see this notification in the 
lower-right corner of your screen, choose 
how to accept or decline the call. 





Note: To make a test call, type /testcall in the search bar and press Enter. 
After you listen to your recording, make any adjustments. 
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How to get started with Teams 


Download the App 


Go to your App store and 


search for Microsoft Teams App. 


Download the app. 


Microsoft teams app 


microsoft teams app 





Sign in 
Launch the app and sign in using 
your Department credentials. 


John McMahon, Deputy Chief 
Information Technology Bureau 


O 


Enable Camera & Mic 

To participate in meetings, you must 
allow Teams to use your camera and 
microphone. Go to setting, scroll down 
to Teams, and allow use of your camera 
and microphone. 


E suoro 


(O microphone 
a Camera 

O sri a search 
& Mortications 


(E) Background App Refresh 


Coar app data 





Join the Meeting 

With your Teams app open, click on 
the calendar icon at the bottom of 
your screen. This will display your 
calendar. On your calendar, you 

will see an invite for your Teams 
meeting. Click “Join” 


} Use this TEAMS meeting 


TEAMS meeti 
900 am 


10 





Tip 


Once you have joined the 
meeting, click on the microphone 
at the bottom of your screen, 

to unmute your microphone. 





